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Connecting Workers and Employers

‘ Selling Yourself on Paper-The Job Application
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Khoéng phai tat ca vi tri deu doi hoi dén xin viéc.
Tuy vay, mau ddn chuén nay ciing quan trong nhu
resume hay trang dau thu trong viéc xem xét va
mdi dén phong van. Vay lam cach nao dé dién
cho t6t? Quy vi cé thé mé ta rd rang nhiing ky
nang va thanh tich clia minh trong biéu mau vai
khoang thdi gian gidi han hay khéng?

D6 la mot vai cau hoi quy vi phai giai dap khi tién
budc trén quang dudng tim viéc lai. T3 thong tin
nay phac thao mét s6 ggi y quan trong dé dién
dan, gidp quy vi cho chd nhan thay rang minh
chinh la ngudi thich hdp cho cong viéc!

Commonwealth of Massachusetts

Mitt Romney, Governor

Kerry Healey, Lt. Governor

Jane C. Edmonds, Director, Department of Workforce Development
www.mass.gov/dcs

Thu Hiat Sy Cha Y caa Chi Nhin

Nhi&u chu nhan st dung mau ddn xin viéc vi chung
tién 16i va sdp x&p théng tin theo dang chuén, nhé dé
ngudi phong van cé thé doc Iuét nhanh chéng. Do
dé nén lam theo yéu cau cua hang va hoach dinh tu
trudc! Nén bién soan nhiing su kién, ngay thang va
tham chiéu can dé dién chinh xac vao mau trddc khi
Xin viéc.

Pién Mau Pén

Ddn xin viéc cling quan trong nhu resume dé xem xét
mdi dén phong van. Vi vay hay dién that hiu hiéu!
Sau day la mét s6 gdi y dién dén hiu ich:

= Poc don cdn than ca tridc Ian sau khi dién. Theo
dung hudng dan Ia diéu thiét yéu dé dién don xin
viéc that tét.

= Xin hai ban. Quy vi can mét ban lam nhap. Nén
mang theo resume va danh sach tham chiéu
nham gidp di&n nhdng théng tin quan trong that
day da va chinh xac.

=> In hoic viét ré rang dé dé doc. Dung viét bic mau
xanh dudng hoac den loai t6t (hodc danh may néu
dudc). Mang theo viét bic vdi gdbm xda muic hodc
but xda phong khi viét 16n.

=» Chii y chanh ta, vin pham va diu cau.

-» Puing chua chd trong. Nén ghi “khdng &p dung
dugc” hoac “khéng ap dung” khi théng tin yéu cau
khéng lién quan dén minh.

=» Cho tham chiéu kha tin. Cha y xin phép ndi tham
chiéu trudc réi mai ghi tén.

= Ky tén va dé ngay vao don.

= Yéu ciu giai thich nhiing tu viét tat hay thuat ngii
minh khéng hiéu. T6t nhat nén hdi ngusi dua mau
dan.

= Bao dam moi thong tin déu chinh xac. Kiém tra lai
ngay vao lam, sd dién thoai va dia chi cho chinh
Xac.

Chuoang trinh/hing thué mudn cong bang. Cac dich vu va hd trg phu

troi cho nhiing ngudi tan tat déu c6 san néu yéu cau. Danh cho bi lang
tai/khiém khuy&t am ngii (TDD/TTY) 1/800/439-2370 - Dién thoai bang
16 (Voice) 1-800-439-0183
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2 Quyét TAm
Noi dung ddn xin viéc la diéu thiét yéu di dén budc tim viéc
ké ti€p - phong vén, do do6 dling dé bi bac bo vi cai mau
c6 vé cling nhac nay! Dudi day Ia mot dén mau. Ngoai ra,
Job Search Journal (Nhat Ky Tim Viéc) va nhiing &n pham
khac ctia DCS chua nhiéu ggdi y dién ddn cing c6 san tai
Trung Tam Nghé Nghiép Day Bu (One-Stop Career Cen-
ter) nay.

Application for Employment
DATE
PERSONAL INFORMATION
[NAME (LAST NAME FIRST) ‘SOCIAL SEGURTY NO. D
PRESENT ADDRESS g cTY STATE ZIP CODE
PERMANENT ADDRESS cITY STATE ZP CODE
PHONE NO. IREFEHRED BY
L ( ) y
EMPLOYMENT DESIRED
(FOSTTION IDATE VOU CAN START !SALARV DESIRED )
ARE YOU F 50, MAY WE INQUIRE
EMPLOYED? L] ves 1 no |OF YOUR PRESENT EMPLOYER? VYes IS
EVER APPLED TO WHERE? WHEN?
| s comPanY BEFORE? ves [ 1no )
NAME AND LOCATION OF SCHOOL YEARS o | B YOUL | susiecTs sTuDED
GRAMMAR SCHOCL
HIGH SGHOOL REFERENCES
GIVE BELOW THE NAMES OF THREE PERSONS NOT RELATED TO YOU, WHOM YOU HAVE KNOWN AT LEAST ONE YEAR.
COLLEGE
TRADE, BUSINESS OR 1
CORRESPONDENCE
L SCHOOL 2
3
\ J
GENERAL AUTHORIZATION
et A GRESERCHA R | GERTIFY THAT THE FACTS GONTAINED IN THIS APPLIGATION ARE TRUE AND GOMPLETE TO THE BEST OF MY KNOWLEDGE
AND UNDERSTAND THAT, IF EMPLOYED, FALSIFIED STATEMENTS ON THIS APPLICATION SHALL BE GROUNDS FOR DISMISSAL.
1 AUTHORIZE INVESTIGATION OF ALL STATEMENTS CONTAINED HEREIN AND THE REFERENCES AND EMPLOYERS LISTED
ABOVE TO GIVE YOU ANY AND ALL INFORMATION CONCERNING MY PREVIOUS EMPLOYMENT AND ANY PERTINENT INFOR-
MATION THEY MAY HAVE, PERSONAL OR OTHERWISE, AND RELEASE THE COMPANY FROM ALL LIABILITY FOR ANY DAMAGE
THAT MAY RESULT FROM UTILIZATION OF SUCH INFORMATION.
| ALSO UNDERSTAND AND AGREE THAT NO REPRESENTATIVE OF THE COMPANY HAS ANY AUTHORITY TO ENTER INTO ANY
AGREEMENT FOR EMPLOYMENT FOR ANY SPECIFIED PERIOD OF TIME, OR TO MAKE ANY AGREEMENT CONTRARY TO THE
US MLITARY OR RANK FOREGOING, UNLESS IT IS IN WRITING AND SIGNEP BY AN AUTHORIZED COMPANY REPRESENTATIVE.”
NAVAL SERVICE
FORMER EMPLOYERS
(LIST BELOW LAST FOUR EMPLOYERS, STARTING WITH LAST ONE FIRST) DATE SIGNATURE
ONTH AND VEA AME AND ADD e FLOTER AL INTI DB DATE
[FROM DO NOT WRITE BELOW THIS LINE
= REMARKS
FROM ( )
i)
FROM
T
FROM
o
NEATNESS CHARACTER
PERSONALITY ABILITY
HIRED FOR FOSITION WilL SALARY
DEPT. REPORT WAGES )
APPROVED: 1 2. 3.
EMPLOVMENT MANAGER DEFT HEAD GENERAL MANAGER
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